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Job Description

DEPARTMENT:	Adult Social Care / Day Services

POST:			Assistant Day Services Manager
                                           
GRADE OF POST:		GR11

RESPONSIBLE TO:	Day Services Manager

JOB PURPOSE:	
To provide support and assistance to the Day Services Manager in managing the ongoing development and delivery of Day Services designed to promote a personalised service based on the abilities of individual Services Users. 
Ensure that specific needs and preferences of the individual are met within the allocated resources, while contributing to outcomes that are driven by the Social Services & Wellbeing Act (Wales). 

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Responsibility for overseeing the operational delivery of Day Services for service users and contributing to strategic objectives at Bridgend Resource Centre/across the Community Hubs. 
· Line-management of Bridgend Resource Centre / Community Hubs operational teams, ensuring all relevant BCBC policies and procedures (e.g. HR) are consistently adhered to, whilst maintaining an efficient and effectively run service. 
· Contribute to the service development and service delivery within Day Services, both locally and as a whole.  Identify areas of consolidation, improvement and expansion; liaising with the Day Services Manager on all such matters. 
· Ensure the full participation of people using day services by assisting in developing their plans actively promoting empowerment and integration into ordinary community activities across the Bridgend Resource Centre / Community Hubs 
· Ensure that plans prepared for individuals are outcome-focused and fit-for-purpose.  Assisting in the monitoring, reviewing and evaluating the effectiveness of all plans, providing updates and feedback to the Day Service Manager as necessary.
· Ensure that service users receive appropriate input from external professionals (e.g. physiotherapists, occupational therapists, psychology, Corporate Health & Safety, manual handling specialists, GPs, Social Workers etc.) in order to promote their safety and/or comfort.   Also, ensure that information, advice and assistance is more broadly available to the wider community via the Community Hub Model.

· You will contribute to premises management responsibilities for both Bridgend Resource Centre and the 4 Community Hubs during normal operational hours.  In respect of the Community Hubs this will necessitate acting as the primary keyholder, with responsibility also for opening and securing of the buildings.
· Liaise with officers of the council, statutory agencies and voluntary bodies in order to ensure the smooth running and development of the service.   
· Assist the Day Services Manager in ensuring the proper use and safe keeping of vehicles. Responsibility for handling all Permit 19 Applications/Agreements, the scheduling of routes to be used by Day Services Assistant – Drivers and all maintenance programmes. 
· Contribute to developing partnerships that assist the delivery of outcomes linked to the Social Services & Wellbeing Act (Wales) in key areas such as transport and community access.
· Responsibility for reviewing, revising, signing off and ensuring the implementation of the detail contained in all risk assessments and PBS Plans.
· Respond promptly to staffing issues raised by Team Leaders, particularly  in respect of ensuring that any staff shortages are addressed by re-llocating members of staff to different areas.
· Assist in the Day Services Manager in monitoring staffing budgets and advising of any projected difficulties.
· To support the Day Services Manager in all aspects of the day-to-day running of Day Services, deputising in their absence.
· To ensure the effective running of Day Services by covering for other Assistant Day Services Managers as and when required.

GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy

Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees. Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.


Criminal Records Check 
This post requires a criminal records check through the Disclosure & Barring Service (DBS).










































Person Specification
Assistant Day Services Manager
The following attributes represent the range of skills, abilities and experiences etc relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential.
	
Attributes

	
Requirements
	
Essential

	Method of Evaluation / Testing

	Qualifications, Education & Training
	· Level 5 Diploma in Leadership for Health and Social Care Services (Adults Advanced Practice) Wales and Northern Ireland or a commitment towards attaining this qualification; or hold a predecessor (Level 4) qualification.
	Yes
	Production of original Qualification Certificates and application form. 

	
	· Positive Behaviour Support Qualification equivalent to NVQ Level 4.
	
	

	Knowledge & Experience
	· Understanding of the principles and expected outcomes to be delivered linked to the Social services & Wellbeing Act (Wales).
· Knowledge of the principles of all related Strategies.
	Yes


	Interview, application form and selection process. 

	
	· Experience of managing and developing team(s).
	Yes
	

	
	· Experience of representing an organisation in interagency or developmental work.
	
	

	
	· Knowledge and understanding of the issues that face vulnerable  people.
	Yes
	

	
	· Experience of providing information in appropriate formats.
	
	

	
	· Experience of monitoring budgets and acting on information appropriately.
	Yes
	

	
	· Experience of overseeing the management of resources, e.g. buildings and vehicles.
	Yes
	

	
	· Experience of ensuring Health and Safety practices are adhered to.
	Yes
	

	Skills & Personal
Qualities





	· Ability to plan ahead & to think strategically.
· Ability to communicate clearly and effectively at all levels.
· Ability to prioritise operational matters make effective decisions. 
	

Yes

Yes
	Interview, application form, and selection process. 




	
	· Committed and motivated.
	
	

	
	· Excellent organisational skills.
	Yes
	

	
	· Initiative and positive thinking.
	
	

	
	· Ability to receive and give instruction.
	
	

	
	· Ability to work flexibly, proactively and under pressure.
	Yes
	

	
	· Ability to coordinate team work.
	Yes
	

	
	· Creative, assertive and forward thinking.
	
	

	
	· The ability to communicate through the medium of Welsh.
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